
CASE MANAGER 
TOOLS



ASSIGN 
YOURSELF 
AS CASE 

MANAGER



Assigning yourself as a case manager 
in HMIS offers numerous benefits:

 Tailored Reports

 Ownership and Accountability

 Streamlined Case Management

 Real-Time Monitoring

 Better Case Documentation

 Improved Communication and Collaboration

 Improved Client Relationships

 Data-Driven Decision Making

 Better Client Outcomes



Assign yourself 
as Case Manger

1. Choose household 
members.

2. Select “Me” your 
information is filled 
in automatically.

3. Choose the 
provider/program

4. Click “Add Case 
Manger”



HOME PAGE DASHBOARD 
COUNTS REPORTS
Customize your home page with ready to run reports



COUNTS REPORTS

From there, customize your Counts 
Report by clicking the pencil and 

Edit Dashlet.

To add the Counts report, click on 
the box with green plus sign 

pictured below.

Keep track of your clients using the 
Counts Report on your dashboard. 
To add a Counts Report to your 
dashboard, select the black arrow 
next to Customize Home Page 

Dashboard.



Four quadrants can display 4 different Counts Reports to be added and 
customized. They will show up on your Home Page Dashboard. These include
clients with NULL UDEs, clients currently checked into shelter, my clients with
recent exits, my clients with expiring ROIs, and more! Don’t forget to save.

COUNTS REPORTS



 Select Provider Type*
 Click the check the box next to Including Subordinates.
 “Clients” reports will pull agency specific Counts Reports.
 “My Clients” reports will pull user specific Counts Reports

(assigned yourself as a case manager).
 AgencyAdministrators have access to reports covering all end

users within the agency.

COUNTS REPORTS



Running the Counts Report

Once your counts reports are up, you can click on the
number in the dashlet to open the report and view the

information. Users can also download the full report in a
CSV file which can easily be converted to excel.The last

step is to save your changes to the home page 
dashboard at the top of the screen.



CASE 
NOTES



ADDING INITIAL CASE NOTE



SET THE GOAL

1. Choose Household Members
2. Choose Provider/Program
3. Select Yourself as Case 

Manager
4. Set Goal Date
5. Choose Goal Classification
6. Select Goal Type
7. Enter Goal Description
8. Set Target Completion Date
9. Select Overall Status
10.Click Add Goal to Save



ENTER CASE NOTE

The Case Notes section will 
appear once you save the goal.

1. Select Household Members

2. Choose Provider/Program

3. Add Yourself as Case Manager

4. Enter Note Date

5. Write Out Case Note

6. Save Case Note



SAVE GOAL



ADDING 
ADDITIONAL 
CASE NOTES Go to the Case Plan tab and click on 

the Notes icon in line with the goal.  
This is where you will enter additional 
notes without having to create a new 
goal each time you add your notes.



ADDING 
ADDITIONAL 
CASE NOTES

Once you click on the 
Notes Icon, the Case 
notes window will 
open, click Add Case 
Note and enter 
information as 
previously outlined, 
Save Case Note.



CLOSE GOAL

Once the goal has been achieved, click the pencil next to the goal to 
update the Overall Status, enter the Outcome and closure date.



CLOSING 
THE GOAL

Once you have 
achieved the 
goal, go into the 
Goal by 
selecting the 
pencil. Enter 
appropriate 
information and 
Save.
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